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Goal: : Performance Indicators:
The student will understand the . The student will role play three .
. purpose and nature of an ‘interview interviews; twice as an interviewee
for a trainee or apprenticeship and once as an interviewer. He>or she
%) position. The student will learn how will also observe and give feedback
0\ "to communicate what -an interviewer is on at least six other role play
looking for and will role play interviews:
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A interviews in order. to practice these
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INDIVIDUALIZED LEARNING SYSTEMS .

~

Study Guide

Place a check mark in the_spaée,provided as you complete each .task. ’

1.k Read the Information section.

2: Complete the three interviews and the d1scuss1on with two other people in
the Self Assessment. - . .

3. Complete the Post Assessment; bei;g interviewed in front of the whole

4

group and giving feedback on at least six other 1nterv1ews Go on
to the next module.
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\INDIVIDU;ALIZED LEARNING SYSTEMS

Information

< > [}

" Most 1nterv1ewers try hard to be fa1r, but there is, no way in which an 1nterv1ew }
can be totally dbjective. The most important thing that is gained by the.interviewer
is his or her subjective impression of the person being interviewed. This is trues
even :when you have an interview with a committee; the only d1fference is that a
group of peoa]e poo rsonal op1n1ons about you, hoping to come up w1th a fairer

S L , )

.

An interview that leads to your beingaSired or accepted into an apprenticeship

impression.

(4

position\is concerned with you as an individuals; the way you communicate who you
are is,crucia]ato your success. If you have beeh selected for interview by an
Apprentlcesh1p connnttee, it means that you have already scored high enough on
" obdgctive qualifications such as apt1tude tests, relevant classes completed,. grades,
school d1p1oma or equivalent. The interview w111 be eva]uat1ng your acceptability
in terms of the more_hazy areas ‘such as amb1t1on, mot1vat1oh and tra1nab111ty

. 5 . A
Before attending an interview where someone has the powar to hire you or accept
you into an apprent1cesh1p program, you will already have written out your back—
. ground detailscand these will have been read and assessed by the .interviewer.
Apgj1cat1on forms and sometimes pure]y fact-finding interviews are intended to
screen peop]e out who are not qualified or who do not, in some other ways meet
the basic factua] criteria laid down by the employer or comm1ttee That means
not only will the results of*the interview be largely based ,on the persona’l
opinions of the interviewer, but those op1n1ons will be made in response to yogﬂ

personal opinions about your own exper1ence o . R
L N ) . ' ¢
' [N
Let's spell this out a littje clearer. Suppose an 1nterV1ewer asks you, "have
you operated this particular mach1nery before7" The answer w111 be a fact that
cou]d be verified. 1If, on the other hand the  interviewer asks you, “"could you

Al

learn to operate th1s machinery?" he or she is: ask1ng'f0r your opigion. Your
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opinioh could be based on your past experience of being able to opeﬁa;e similar
machinery, or on a belief in your mechanical abilities. Whatever the Jjustification
for you believing that you could learn, it is stil] based on opinion.

.~ '
.

Even facts can be interpreted in many different ways; try listening to two rival
politicians. If an interviewer asks for your G.P.A., there is a factya] answer.
However,.if your grades had picked up considerably in the last two terms at school,

attitude and proof of your innate abi]itieQ-and even to suggest the best is yet fo
come. A1l of this would be your opinion; but it would be acceptable and woyld )
probably seem 1ike evidence of your se]f—confidendg, motivation, determination and
abiiity to progress. ’

When you are being asked for your opinions, it yieans more if you can point to .
relevant éxamp]es to back up your claims and, if possié]e, to quote other people's
responses that might confirm what you're saying. If your ability to.stick at

hard consistently when you're involved in something that cha1]enges you. For
example, you 'might have won every badge there is ip scoqtiné or been an excellent’
Swimmer; éi;her of these éould be proof of youf ability to stick to something
unti]'you~achieved a 1ong-tgrm gda]( This is how your interpretation, -or your
ppinionn aBout your experience could override facts that the interviewer or
committee initially thought. very important.*

~ .
.

When you axe asked "what e%perience have you had tHat might help yaou learn this .

trade?", it is up to yoy what you decide is relevant. Of course, some éxﬁeriencg,
such as working on a f}iend's car or helping someone: doing paint{ng and decorating
might‘§eem obvious to you-and your interviewer aé eveidence, but yoy might also
give examples of any'ocgasion where you showed the ability t téke instruction

td do somethiyg practical - e.q. Tearning to play”the guitarﬁor building wi]dernqss
survivq] shelters. Again, the point béing made is that your 1ife gxpérience can

be re1evaqt in. many different ‘ways; this is a matter of interpretation and belief
On your part. An opinion ig a judgement you méke based on belief which could ‘be
1agking'factua1 grod?. Giving a positive opinion about your abilities Q 1 put
ybu in a good light in any interview where healthy self-confidence is an asset. -
Of course,.it is imgortéqtcthaf You are sincere. Just as truth 1s‘thg bqsis for
all tbe iag;s you offer, being genuine should‘be the foundation for .your own
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. S1nce there are not magy th1ngs that can be expected from you, it is ‘very easy to

&

opinions. 'Fihding examples in your life of being able .to learn, get along with -
others, put in a good day's work, ,take on re5p0n51b111ty, uphold high siandards,

etc., will justify a genuine be11ef that you cdn express in a p051t1veﬁand ® ‘
convihcing wayin an interview.
An f&p]oyer who hires a person to a trainee or entry-level positibn straight out . i
of $chool cannot require’a lot of on-thg-job-experience. ﬁe or she might-expect
a certain level of aptitude (scores on the G.A.T.B.), evidence of maintaining .
educational stahdards (school grades), proof of having taken certain classes (math,
b]ueprint: shoq) and of completing a‘succe$sion of classes (diploma). Besides
these, the employer will be expecting you to:
1. be interested in the wark
2. be enthusiastic about entering the trade .
3. have habits.and attitudes that indicate you will be a good'worker ?
4. be ‘trainable ' v ,
5. -have sufficient maturity to stick at things ecen when they are difficult
6. be able to work satisfactorily with others \ . ‘
_~ 7. be realistic about what you want '
A similar list to th1sihas been drawn up by the Jo1nt Apprent1cesh1p Committee ds
recommended areas for’ quest1ons in an interview. ;
a) Is he or she ;eaT]&gintersted in the trade (1 & 2) - \
b) What is his or her attitude toward hard work? Has hgior she done any?
(3 45) v o _
c) Does he\pr she have a sgnse of respons1b111ty for” perfor ce, materials,
-~ safety? (3 &5) - T, i B
d)’ Can he- or she- take orders? (3 4, 6)" ° , (O Yy

e) \What is his or her attitude toward school? (1, 3, 4, 5,6, 7)
f) Does he or she have realistic expectations? (7)

The f?gures in parenthesis show how the J.A.C. list covers many of the same’ points

4

"as the first list. .
4 b ’

prepare yourse]F for an_ 1nterv1ew so that you commun1cate Jn a pos1t1ve manner

what is important. - . . ' . .
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How to Communtcate Interest and Enthus1asm o . N

Your 1nterest must be génuine. This does not mean that you have to have vast
first-hand experiende; it does mean that you have taken the trouble to find
out alfout the job er. trade for which you are 1nterv1ew1ng Before going to

a hiring interview, your career exploration should be complete. - Take
‘advantage of all the wr1tten materials ava11ab1e the work site visits
suggested and any other sources of 1nformat1on~and experience that ypur
1nstructor can g1Ve you. " It is not énodgh to think that you may be interested,
you must know it; this l§ what the interviewer or committee wants to hear.
Similarly, your’enthusiasw must_be -sincere. Never pretend to be enthusiastic
in an interview. But also, it ds not enough to say'you are enthusiastic. To
communicate enthusiasm, you have to reveal alertness in your‘whole body,
sparkle in your Eyes, Tiveliness in your voice; it is a feeling that can
enliven andralmost transform your appearance. ’ Y
Some -people are afraid to _express enthus1asm, probably because they think
those in authority want sober .thinking, even- kee]ed dull, passive people to
d1rect Emp]oy@rs prefer peop]e who are alive enough to be able to work
pos1t1ve1y upder occas1ona1 pressure or d1ff1cu1t1es, to have enough spark
and initiative to be aware of what s good work, what is safe practice, what

" are productive work1ng relatjons. A person who says, 1n a dull monotone, that

he or she is very interested in the trade may be sincere and genuine but is
not very copvincing. The interviewer will have 'to guess what is going on
behind the words It is very important to show your interest. When people
are. genu1ne1y and v1s1b]y enthusiastic about something, they are guaranteed
to capture the other person s attention and 1nterest even if the subject
matter is complicated or not in the*listener's experience. It is not what .
people say that is boring but the 'way they say it. Someone who sounds dull
and boring will be Tabeled dull and boring, and thése are not #he most

- desirable people to work with. Place a mirror next .to the te1ephone at home,
and the next time you speak to someone you like, watch your facial expression.
Is' it dull and lifeless? Cou1d'soneope see when you are 1nterested7 Also,
‘try watching the te]ev1s1on weather forecast; this used to be a dull subJect
to be disposed of qu1ck1y with a still photo and a quick reader. Now, on

" many stat1ons, there.are TV weather people who tell you about rain tomdrrow
or fine weather elsewhere, with ]1ve11ness, interest and enthusiasm. Watch

\
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and learn from them!

How.to Communicate That You Have Habits and Attitudes That Show You Will Be
a Good Worker )

+

If you have 11tt1e or no permanent work exper1ence you will -need to f1nd
examp1es frOm school, part- t1me and summer employment, volunteer work and
jobs done for yourself, family and friends. Each of us-has a wealth of
experience to draw from. '

- 1
»

It is not neces§ary for you to have done weeks of physical labor to show that’
you know what hard work-is and can do it. You could draw on examples such as:
pack1ng and Toading when you moved into a house’ walking the Pac1f1c Crest
Trail, doing regular yard and Jawn ma1ntenanc%\ taking charge of smal]

children, repairing b1cyc1es, carrying sacks of groceries to customers' cans,
picking vegetables and fruit, collect1ng and cutting firewood, being a
stagehand, etc. o ¢

,Likewise, your ability to be punctual, attend regularly, be re11ab1e produce
‘high quality work, take responsibility, get along with others, take orders,
etc., can be proved by many different types of experience. Your attendagge
for several years at church, your membership of a club, your daily appegrance
at school are typical examples of whatxyou could use if, at school, you were
almost always on time and rarely absent, than quote ik as evidence that will
he]p you get hiréd. Taking responsibility could be shown in ‘your hav1ng
handled a paper route, baby s1tt1ng, the ch0031ng of the grocer1es It is

up to you to show, 1n your exper1ence, that you have pract1ced good work
~habits. The 1nterv1ewer will respond favorably not only to your examples,

but to your positive thinking and self-confidence.

Al .

5
How to Show You Are Trainable and Fo]low Through on What You Start .>/

School, is the f1rst and most obvious example; just haV1ng graduated from

your ‘high school ~and gained a d1ploma is sufficient proof If however, you:
had d1ff1cu1t1es in s¢hool because of ¢k o 1nterest or personal problems,
then you will have to find examples ffom elsewhere. Sometimes people who have
had poor attendance or temporar11y dropped put of school, were, at, the t1me,
doing something else much more” demanding. Some people have traveled cont1nents

alone, worked in dgn%erous jobs in poor conditions, Tived off the land and U
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]earned how to use the1r 1n1tqat1ve apply their 1nte]11gence, and per36vere ?
‘ , over long periods w1th 11tt1e initial reward. People who dropped’out of
h1gh school and took the G.E!D. later show practical ptoof of their ability
to be self-mot1vated Remember, if you‘are seriqus]y applying, through
genuine 1nterest for a job that anvo]ves years of training, then it is'tair1y
v certain that sonewhere in your eXper1ence you have all the right work attitudes.
The people who have no 1ntent1on of f1tt1ng in to work routines and demands -

» 1

. probab]y never have and would not be applying for an apprenticeship position.

~ . »

" 4. How o Show You Can WOrk Well N1tﬂ Other People

The most 1nned1ate proof of this is how you get a]ong with your interviewer.
Are you p1easant? Do.'you have any annoying habits? Can you Tisten and
understand what ‘is being asked? It does sometimes happen that a person be1ng
interviewed gets into an.argument with- the interviewer, cracks a joke in
response to,a serious.question or in-other ways proves he or she cannot get = -
. on satisfactori]y with other people. So the first requirement is that your -
. manners your consideration and réspect are .demonstrated thoughout the
1nterv1ew Next’, you can draw on exper1ence from anywhere that you think is |
‘ .. relevant, e.g. being brbught up in a‘la'rge family, being a member of a sports
o team; taking part in white water rafting, being a'he]per in any work. Aga1n,
Tit is tmportant for you to prove what you can do, but the range of poss1b1e
illustrations is enormous (There is no single correct answer, it is wide.
‘ open. to 1nterpretat1on and that 1ﬁ\where op1n1on comes in. )

5. How to Be Rea]1st1c About What You Want

-It has Z]ready been recommended that Jobs1te visits will sharpen up your sense-
of realism. A]so ta1k1ng with other peop]e who are in the wprk that you

- '+ want will g1ve you much practical 1nformat1on * You should also know whét sort
of a career ladder ex1sts in your trade and how long it takes _someong to climb

R

qt. It dis advisable, however, in an interview for an entry-level pos1t1on, to
stress that you wish- to be good at what you're app1y1ng for and not to talk
about long-term goals except in wery genera] terms. If you are asked what
you want te achieve, you could say someth1ng like, "I want to be-good at what» - -
ever I am doing and to be that,’I'm prepared to work hard, to learn and pract1ce

) ‘ . new skills and to seek new expérience." -Eveﬁ though th1s answer is general,
it*wogld be perfect]y acceptable You cou]d fo]]ow up by show1ng that you’

knew gact]y what this. involved in the trade that iyou,were hop1ng to Jom‘ -

Q v " ~ . - " ’ /'.
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."An employer is not going'to be sympathetic to soneone who talks about a .

fantasy {;Zi; Two people who would not get hired are a/would be apprent1ce N
wants to work in rich people's bathrooms or any aspiring apprent1ce

who expects to work at one aspect of the jeb unt11 he or she .is bored, and -

then be moved to another. g

. p]umber W

There- are ‘a few other th1ngs you cou]d be conscious of in order to 1ntery1ew

successfully. These are not usual]y spelled out c1ear1y by emp]oyers or
comm1ttees beforehand :

" 1. Your Appearance

\

-

*Wear neat and clean clothes. The style of clothes shou]d be.similar
to those worn on the job or to those worn' by the interviewer. E1nd //
out what is appropr1ate 1ong before you go to the interview. It 1s
not necessary to wear suits, but remembezpthat the attention you pay
" to your clothes says something to the 1nterv1ewer about your attent1on ;
to detail and the respect you feel for the 1mportance of the interview.
It has been known for people to be rejected because’ they neg]ected
to clean the backs of their shoEsl

*Be well groomed. Even if it is a dirty job, you still need to- leok’
welT scrubbed. You can communicate, in words, your readiness to get .
dirty if it neans‘;omp]et1ng the job, You also wou]d be advised to
cons1der what the length and appearance of your ha1r.m1ght conmun1cate.
At the least, it might be cons1dered potentially dangerous even 1f
the interviewer doesn't have other thoughts about either.men or women
with ]ong, unkempt hair. Be conservative for interviews. If you are 9
different on]y because of your appearance, then you haven't got a »
lot going for you in an employer's evalyation. *

Your Non-Verbal Behavior

*Turn up in plenty of time so that you are as calm and unflustered as
possible. If your hands are sweating, sit with the palm upwa§
then if you shake hands it will be a firm and dry grip.

ds and

*Sit upright and Jook alert during your 1nterv1ew.

*Leave your gum and cigarettes at home or in your car.

éfkeep'your hands be]gw‘your shoulder Tevel; don't touch your face or

v

I/
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3.

>

make Jarge gestures. - T " .

Be Positive at A117§imes

. ]

4

*Be pesitive about yourse1f your sk111s your exper:ence your ab111ty
‘and determination to do we11

'

“

*Be positive about 6therzpeop1e énd organizations. Never "pdd mouth"
a formeroempToyer and don't pug down your school. If you had
disagreements, take respons1b111ty yourself and avo1d putting anyone
else .down. Thg more support1ve and ,open you seem to be, the more

-accegtab]e you are"as an apprent1ce or' trainee.
s *p

. .

.
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Assessment

) (/\c
In groups of three, role pTay an 1ntervwew, oné peron will ask at least two
of _the’ fo]]ow1ng questions, the second person will answer and the third person will
record h1s or her observations on the check 11st Take turns in each role. The /
person being interviewed should chose a job.he or she m[ght be realistitally trying
: “to get. | ' :
-~ o : . R Lt . ‘ ' - ) ,
guestfons -_' . | oo : ' 0
T. What work have you enjoyed most? Why? ) - " ‘ .
L e€njo. ! k e
-, 2. .Whaf work hdve you enjoyed least? Why?- '
. Q. ' N - “
o 3. What special skills do you have? ) B
4. What hobbies or interests do you have?- ' ¢
. 5. Why should we hire .you? T L R
P lq Y
6. What are you good at? : ’
7. Nhat are you} faults? ,
8. Whdt k1nq,of job wou]d be interested in doind, as we]] as the one you,aré o ot
& applying for? ‘ ‘ . v e
4
9.- Why are you intérested in_this particular job?’ .o - L'_ ~ ' e
o - -7
-. ) ) i b
a‘ '! . ~
LN P . .
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Observer's Checklist

I

»

Each person'shou]d copy this.’

. |2 @
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. The person being 1nterv1eweg seemed: I .
- ' * ’ : ‘
1. Interested in the job. ’
2. Enthusiastic about starting work. ,
“ B %
3. Likely to.be a good worker. .
4. Able to Tearn new things.
\\ A J T
Y(;C&»;’.. ] £l
5. Able to sti¢k at something even when
it is difficult.
6. Able to get along with other people,
) - “
.7. Realistic about what he or she wants. .3,
. . C
8. To have a pleasing persona1{tylﬁf3uif"
TotaTs )

&
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e Post
Assessment

v B
This involves Having an interview at least ten minutes ﬁong in front of the rest -
of the group. The instructor (or someone deiegated by him or her) shog]d ask the
questions. ~ After each interview, the rest of the group should give positive
feedback to the person who has just answered the que§tion§. Tell himsor h§; what
you thought was well done and what might be improved upon. °Each person should
decide before the role play interview what they are interviewing for. He or she
should then answer all questions as if it were a real 1ife inter&iew. Most of ‘
the suggested questions were taken from those wrifteﬁgas a guide by the Joint .
Apprenticeship Committee, * . ‘ N

Q-

‘ " 1. Howdid you becomg interested in our trade?’

2. Would you, in your own words, explain to us your ideas concerning what the _
‘duties of a(n) ) are and what type of work is performed?

3. What_experienge haveﬂgou had that might help yod learn the - trade?
4. What are your favorite hobbies?
5. Do you work on your ownzsa:?

=]

6. What satisfactizn do you expect out of being a(n) ?

7. \Are you awaré thaf*the.wdrk:in‘this industry may be seasenal, .hard and dirty?

8. What have you accomplished that you are especially proud of or fee] good about?
Would you tell us about jt? )

~

a

. 9 Let us imagine that you,have our job of interviewing candidates. What would
' Jou look for in a person?

ot
bota

~
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. 10: Do yeu have anything to add or have any questions that
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you would tike to ask?
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